Future Due Accounts Receivable

This process will allow you to adjust a current invoice and make change the due date to a future date to avoid late
charges on a customer’s account.

In order to do this, you’ll need to create a new cash receipts batch. First click on cash receipts under the Accounts
Receivable menu
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You can use an existing batch or create a new one by clicking on the option at the bottom of the screen to create a
new batch. In this case we’ll use a new batch

fj Batch - Windows Internet Explorer
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Batch

Batch Number:

Description: | Adjust entries |

Select Location: Guslph A

Dane (& € mtermet ®100% <

Search for your customer as you normally would and the cash receipts screen will be displayed

Sortby: (3) Date () Inveice Number ) Lecation

Select Invoice Numher:|:| Select Account Numher::
Select Payment Date: |07/23/2007 ﬁ Auto Pay Amount: I:I

Select Invoice Amount: Auto Apply Check Number: Go »>

Key Cash Receipts Lines to Display: | 10 %
Name: KARYN PARKS Business Phone Number: (555) 3 Salesperson: Rich Hamm
Customer Number: 0223236500
Last Invoice: 07/24/2007 Type: Open [tem Terms: C.0.0.
Last Payment: / /O Average Payment Days: 0 A/R Agency Default:
Invoice Date Account Location Invoice Dutstanding Payment Date Check
Number Number Amount Amount Amount Number
MOOS36  07/24/2007 1040101 Guelph 13,782.60 12,782.60 [ | | ||
(1 - 1 of 1)
A/F Memo - Click here Customer &R History Total 13,782.60

[ Adjustment ] [Re'.'erse] [Cc\p','] [ Distribute ] [Clear] [ Pay B Done ] [Subtotal] [Dnne]




As an example, we’re going to adjust this invoice to move it from 07/24/2007 to 12/01/2007. First, put a check mark

beside the invoice you want to change-

Invoice Account

2 Inwvoce
Numbaer Date Number Location i —
MODEIE 07/ 24/2007 1040101 Gualph

13,782.60

Check

Date Numbar

Then hit the pay button at the bottom and system will automatically fill out the payment details.

Key Cash Receipts
HName: KARYN PARKS

Lines to Display: | 10 %

Business Phone Number: (555) 226-5266 Salesperson: Rich Hamm
Customer Number: 02232365800
Last Invoice: 07/24/2007 Type: Open Item Terms: C.O0.0.

Last Payment: / /O Awverage Payment Days: 0 A/R Agency Default:
Inwvoice Account . Inwvoice Outstanding Payment Check
Number Date Number Lecation Amount Amount Amount Date Number
MOOS36  07/24/2007 1040101 Guelph 13,782.60 13,782.60 [][-13782.60 [ 07/25/2007| |

(L -1 Of 1)

AR Memo - Click here Custemer &/R History Total 13,782.60

Then check the box again, but this time hit the Reverse button at the bottom. This will bring up an adjustment
window where you can make entries to the item before saving it.

/= Reverse - Windows Internet Explorer
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Reverse

Invoice Number:

Ja

07/24/2007

00826

Invoice Date:

EE
3

Account Number: #

1040101

Description:

KARYN PARKS |

G

Payment Date: |07/25/2007

Payment Amount: | 137282.60

Payment Check Number:

Save Close
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Eg e Internet
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At this point, change the invoice date to the new date (in this case I'm using 12/01/2007)



Reverse

Invoice Number:

Invoice DQ

Account Number:

iz/o0ilz007

1040101

Description:

KARYN PARKS

Payment Date: |07/23/2007 ﬁ
Payment Amount: | LZ782.80

Payment Check Number: I:l

At this point you’ll have paid the original entry and left behind a new entry that’s in the future:

Invoice Account . Qutstanding Payment Check

Humber Date Number oc3tion Amount Amount Date Humber

MODS36  07/24/2007 1040101 Guelph 13,782.60 []|-13782.60 |07/25/2007 | |

MODE26  12/01/2007 1040101 Guelph KARYN PARKS []|13782.60  |07/25/2007| | |
(1 - 2 of 2)

AR Memeo - Click here Custoemer A&/R History Total 13,.782.60

You can then update the batch to make the g/l entries as usualy.

Note: In Intellidealer you can only future due an invoice to a date of the current year + 7.
So an invoice keyed in 2007 cannot be made due later than Dec 31/2014.



